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APPLlCATiON FOR RECORDS RETENTION SCHEDULE 
GEORGIA DEPARTMENT OF HUMAN RESOURCES 

OFFICE OF ADMINISTRATIVE SERVICES 
! 

RECORDS MANAGEMENT UNIT - 
For instructions m completing this form contact DHR Records Managepnt Unit, 47 Trinity Avenue, Atlanta, Georgia 
30334. Phone - (404) 6-976 GIST: 22149'83 

Pivis ion of Family 6 Children Services 
Rirector ' s  Office - Client  Advocacy Uni 

Atlanta, Georgia 30334 

January 17 ,  1980 
@plication Number Room 401-1 -S 47 Tr in i ty  Ave., S.W. 

bfliUSt Latest 

Jan., 197q t o  present 

- q u a l i t y  Control Reviewer 656-4350 - 
Ms. Betty Davis 

~ 

DFACS 
Public Assistance Correspondence F i l e s  

. Action Requested 
a. 
b. 0 Dtspoce of prosent accumulation; no further accumubtion anticipeted. 
c. OAmend Applicetion hto. CheckOna: 0 Change; 0 Supercede; 0 Void 

Estabiish Rmntion Schedule; record will continue to acarmulete. 

I. Dmr of Series I 5. Records Series Tilo floJbweOr by titk u#d in office; H difhmnt) 

-- 

I 

J 

The Division of Family and Children Services, through t h e  leadership of the  Director, i s  responsible  f o r  admini- 
s te r ing ,  supervising, and regulat ing services t o  indigent  chi ldren,  adu l t s ,  and famil ies ,  State-wide; f o r  serving 
as l i a i s o n  with the  Regional Off ice of HEW concerning t h e  s t a t u s  of t h e  S t a t e  Social Service Plan and f o r  c lea r ing  
pol icy questions; 
of t h e  Division of Family and Children Services. 

The Cl ien t  Advocacy Unit ( f o r  t h e  Department of &nuan Resources and t h e  Division of Family and Children Services) 
has t h e  respons ib i l i ty  t o  serve as the  S t a t e  Office Liaison and intermediary t o  County Departments, Federal,  State ,  
and Local o f f i c i a l s ,  and general  public, and out- of- state agencies; t o  answer c l i e n t  r e l a t e d  quest ions and invest i - '  
g a t e  complaints regarding public  ass i s tance  programs; 
c o r r e c t  conformity problems within t h e  county of f ices .  I n  addi t ion,  t h i s  u n i t  reviews and responds to Anncal Re- 

and f o r  working with o t h e r  DHR Offices and Divisions t o  resolve problans a f f e c t i n g  t h e  operat ion 

and, when required, t h i s  u n i t  takes a c t i o n  appropriate  t o  

p o r t s  submitted by t h e  County Departments of Family atyl Children Services. - _.  . 

t. Reoords Series hrcription Attach ampler of the flle. 

Documents relating to: receiving and answering requests  f o r  information concerning the  m b l i c  
T h i s  file contains the following documents (indude f m  numhrs mnd titlet, if any): 

r- Assistance Program i n  Georgia. 

Correspondence, from rec ip ien t s  and -potent ia l  Fecipients? 
the  Public Assistance Program i n  Georgia. 

Included are: 

requesting in fomat ion  about 

The file is arranged : alphabet ical ly  by name of person making the  request. 

-.I---- - -- 
,.Daily, Rsferencs Rate Hbw often M mords referred to which ua: 

0110 to aix months OM 2-3 ; m n  to twelve months OM 2-3 ; mimen to twentydour months old rare ; 
twm$-fiw m t h s  and older - 7 

1. Annual Rate of Acarmulath or Records 
Approximately 

l8ttur-size drawers ; ~lrimddrewerr : 9relw : Othot #ecifvl 



i3 b. Doaa the sorbr aontrin confidential informotion quiring security hndling? If yea, cite bw or mgulation. i 

c. Is  thla a vital mard? 
d. Doer thir mkr hnw historicrl or brq arm nssrrdr ulm? 

I 

- 
m. Whon om 01 two document8 in the file make it nrcrmry to keep the ontin fib for a long period, could thew document8 

f. IS tho informtian conmined in this mier over publid&? If yes, rttsch cow. 
0. 1s thr informotion contained in thk wries o w  anaiyzed and/or mcorded in turnmirized repon? 

X b scheduled mparetsly? 

X 
* 

X If vm. attach OODY. 

h. 15 thm a duplkstion of t h i B  wries in your office, or in another oftice or a ~ ~ n c y ?  

1. IS t h i a  r s r h  (or m b r  -on of it) reguluty microfibad? 
i. ma tho maxd rarini rewk in I computer wintout? 

X #f Yn, W b N ?  

x 
x 

11. Rotanth Rquhmenu The following roquim thr wrba to b kopt: 

d. Auditprlod Y W .  1 
b. St.tut8ofIknltaion . won. 0. Administrativoned yean. 

e FocbtalLWV 9 your t. FIclerJ retention lnstructbru Y W L  

Attach copy or oxcwpt of Inm or regulation& Expi.in Jmininrativo need. 

- 
. .  - ,  

12. Approved Dirporith Instructions This .goncy na~mmnds that the file aerier b cut off at the end of aach: 

-iendar Year; b FibLBI Year; 0 Other ~. then. 

WHOM in tho airrent filer m a  mmthlsl 1 w ~ ;  thon 
D Transfer to IOuChoUing Woe; hold 
a Transfer to Stat. Rscotdi Center; hold 
erckrtroy 
0 Transfer to steta Archim for psmunent rotfintion. 
0 0th fsoscirvl 

yeadd; then 
yearb); then 


